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MENORANDUM ¥OR: (all Division and Staff Chiefs, DD/Pers/PD and Admin Officer,

Office of Personnel)
SUBJECE H Records Control Schedule

1. 'The atteched Reccrde Coutrel Schedule le the finsl, authenti-
cated schedule for your Division or Staff. The provisiouns of this
schedule are besed oo epplicstis Federal laws, CIA Regulation and  25X1
M No. 40-150-11 {33-56). Specific application of the scheduls within
your office should be made in accordance with the provisions of the
suk oot SRM.

2. “This Rzcords Control Schedule will necessgrily replare all
drafi schedules which were previously given t©o your Division or Staff
for coordination. If copies af draft schedules are still in possessioun
o your office, 1t 1s requestesd that all copies of such draflt material
be returned to the undersigned at the earliest practicable dats,

3. Included with the bound or covered schedule $s an addltionel
copy of the schedule which should be breken down end distributed to
each Granch within your Division and Steff. The bound eopy should be
maintained in your iummedlate offlice as the mastzr copy.
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